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Title:   Community Engagement Coordinator

Exempt:  NO
POSITION SUMMARY:   

Under the general supervision of the Executive Director, the Community Engagement Coordinator will work to maintain the consistency of YWCA’s brand and to further the awareness of the organization’s programs, services, and advocacy.  
ESSENTIAL JOB FUNCTIONS:

· Create a variety of different content, consistent to YWCA brand to support communications and marketing efforts, including social media, website copy, and brochures and press releases

· Assist organization in developing and implementing a communications strategy designed to further organizational objectives

· Monitor analytics and create reports detailing the successes and failures of communications campaigns and strategies

· Stay up to date on industry trends and make recommendations for adjustments to communications strategies and practices

· Respond to media inquiries and maintain relationships with journalists and other members of the press

· Plan press conferences and other promotional events to help keep the organization top of mind

· Coordinate volunteers, support staff, vendors and more to support promotional events
Perform outreach to press outlets, magazines, influencers and build strategic partnerships to grow brand notoriety

· Perform other duties as assigned.
EDUCATIONAL REQUIREMENTS:

· Proven knowledge of communications and marketing ethics and best practices

SKILLS REQUIREMENTS:

· Superior time management and organizational skills and ability to meet deadlines

· An analytical mind and ability to think critically

· Exceptional writing and interpersonal communication skills

· Ability to work both independently and as part of a team

· Familiar with CANVA, MS Word, Excel and Powerpoint and capable of creating visually compelling presentations

· Knowledge of email marketing software such as Constant Contact or a similar program

· Proficient public speaking abilities are an asset

· Working with senior management.

WORK ENVIRONMENT:

Typically works in a professional office environment.

PHYSICAL REQUIREMENTS:

Exerting up to 50 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  This job requires frequent walking and standing, including going from upstairs to downstairs, setting up rooms
I have read and understand the job description for my position.  I also understand that I am responsible for meeting the standards of performance outlined in the job description as well as conducting myself in a manner supportive of the mission, vision, core values, and standards of behavior of YWCA High Point 
____________________________________________          _____________________

Employee Signature                                                                        Date

____________________________________________          _____________________

Executive Director’s Signature                                                         Date
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YWCA High Point 
112 Gatewood Avenue 
High Point, NC 27262
P 336.882.4126  


